APPLICATION FOR RECORDS RETENTION SCHEDULE oo O THE S R s AND HISTORY

RECORDS MANAGEMENT DIVISION

e T kT 1

INSTRUCTIONS See Publication No. 76—RM--1 for instructions on completing this form‘ Forward signed original to
Department of Archives and History, Records Management Dwuslon 330 Capitol Avenue Atlanta, Georgia, 30334,
Attentuon Scheduting Section,

| F FOR AGENCY USE . 1. Agency Address ,. FOR RECORDS MANAGEMENT USE
Appiication Date Department of Education L Application Number
| Local Systems Support Division _ -'7- '-Iall
Application Number School Plant Section Date Received Date Completed
23 101 Education Annex, Atlanta, Georgia DEC 15 1977 BEC 22 1977
2. Person to Contact ‘Working Title o Telephone Number |
?ﬂgl__Scott _Administrator 656-2454

3 Action Reguested : :
3. [ Estabusn Retention Schedule; record wull continue to accumulate
b. [J Dispose’ of present accumulation: no further accumulation anticipated.

-

c. O Amend Apphcatlon No. Chack One: [ Change; 0O Sugercede O Void
4, Dates of Series 5. Records Series Title (followsd by title used in office; if different)
Earliest Latest ,
1952 L To Date LOCAL SCHOOL SYSTEMS: FAETLITIRS CORRESPONDENCE FILES

8. Dmsmn and Offlce Function What is the fynction of the Divi_sian and the Office in which this record series is created?

PR -u

The School Plant Unit works with local school systems to produce and maintain adequate,
safe and attractive public school physical facilities. The unit's staff of architects
and engineers approves plans for additions and new buildings, inspects existing buildings
to assure that structures are safe and that space and equipment are efficiently used,

and conducts special workshops and training programs throughout the state for local
maintenance and custodial personnel.

1

7. Reoord Senes Descﬂptlon This file contams the foltow:ng documents (.-nclude form numbers and titles ifany):
Attach samples of the file.

Documents relating to: communicating with local school systems concerning all areas of respons-

ibility of the school plant section, primarily building construction, additions, mein-
tenance, inspection and training.

Included are: letters to and from local school systems and internal memos concerning systems.

- Fileisarranged:alphabetically by local school systems.

x

8. Monthly Reference Rate How often are records referred to which are: o
One to six months oid _m__ Seven to twelve months oid .._lQ.Om__,. Thirteen to twenty-four months old S0
twefityfive months and older_* 25 ; ) .

9. Annual Rate of Accumjguon of Rerords T T

i Letter-size drawers slegal-sizedrawers . _;Sheives ____ - Other (specify) _ -

AR-50-71; Rev. 76 {Over)
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YES | NO | 10. Quest!ounarre {Ptace an X" in the proper column) 7 . .
X a. Is thls the off:cral copy of the series? :

RO IR S . [ SR . ﬂ

u boes the series contam confidential information requurmg security handlmg? If yes, mte law or regulation.

X
X L c ls this a vital record? : 7 _ ]
X

d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entnre file for a long period, could these

X _lﬂhmjﬁLﬁlQLimal_QmetLQa_o_Ld_egsﬂaLhumamiﬂmed?

NA | documents be scheduled separatelv?
X f, Is them_gzmaxmmmﬁmmgmvemmmgl 1 vesanagh cgth,
g. s the mformatlon contained in this series evér anaiyzed and/or recorded ina wmmanzed report?
L X 1 Hfves attach cooy, ——
' h Is there a duplication of this series in your offnce, or in another office or agency?  ~
|1 X 1 ___If ves. where?

L1 X 1 1. Doesthe record series result in a computer printout?

11. Retention Requiramaents The following requires the series to be kept:
a. State Law .0 yaars, - d, Audit period 0 _years.
b. Statute of limitation 0 years. e. Administrative need 10 years.
¢. Federal law 0 years. : - f. Federal retention instructions [\] years.

Attach coby or excerpt of laws or regulations. Explain édministr‘ative need.

concerning bonding with local systems.

These records are needed in the office for 5 years to maintain continuity in working
with local school systems on bond issues and for 5 years further to answer questions

12. Kl_a;roved Disposition Instructions Thrs agency recommends that the file serles be cut oﬁ at the end of each

) e o Calendar Year O Fiscal vear; o Other then
® Hold in the current files area ... month(s) 150 yearls); then i :_ rF .- ,, . - -
O Transfer to local holding area, hold ________ _year(s); then el L L o
Kl Transfer to State Records Center; hold .5 .. _._year(s); then I
X Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify) '
These mstructlons apply to ali prlor and future accumulations of the series,
Records Management Officer (Signaturs) Date
N / / . - Stats Records Committes V{Signaturé) ‘Date
Recommendations in para- 7 ' < : =
graph 12 are approved. State Auditor/Designee W A' .77
{If disspproved, attach fetter ¢ 7P . N '
of explanation.) Secreta!%emesignee M M 12-20 -77*

A_ttorney General/Designee | /~ AZ/ /~’/ 7/7 chﬁj,{

/22279
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